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POINTS TO BE KEPT IN MIND
1.    The Memorandum traces the manner in which the ques-
tion of the interpretation of the term " approved service" was
tackled. Don't waste time on the details of it. It would be
enough to know the  grounds of the protest made by the
Punjab Government against the ruling of the Secretary of State
concerning the implications of the term,
2.    Glean from the Letters of the Provincial Governments
their agreement or disagreement with the ruling of the Secretary
of State, and group their views accordingly.
3.    All redundancies of expression must be vigorously
pruned; otherwise the Precis will exceed its limit.
4.    Long letters do not mean more details, and short letters
do not imply any sin of omission.
5.    In the course of your second reading of the correspond-
ence you should be in a position to get at the central thought of
each letter, which may be marked with vertical stokes of the
pencil against the relevant portions in the margin.
6.    The Precis must be a connected whole. The paragraphs
into which it may be divided, must not give impression of
disjointed notes, but must be joined together in such a way
as to read continuously.
7.    Moreover, the Precis must convey its message fully and
clearly without requiring any reference to the original to complete
its meaning.